
HOW TO REGISTER 
 
 
A)  Creating a New Online Account 

 
 Create a new account by clicking “Sign-Up” under the Not a Member 

section and completing the “Registration” page.  
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Be sure to complete all required fields starting with email address 
and click next. New instructions will appear to confirm your email address. 
Check your email and click confirm. 
 

 
 



 
 

 
 
 
 
 
 
Step 2: You will be redirected back to the registration page in CSS. Click 
Register to continue on to the next step. 
 

 
Step 3: Be sure to complete all required fields indicated with a red asterisk 
(*) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: Your registration is complete and you can now log into CSS 
 
 
 
 
 
 
 
 
 



 
B)  Logging On 

 
 Step 1: To login to your Danville CSS account, click on “Log In.” 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 Step 2:  Enter your email and password (which was setup when you 

created your Danville CSS account) and click “Log In.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
C) Applying For a Building Permit Online 

 
Step 1:  Basic Information - Once you have logged into your Danville CSS 

account, click on the ‘Apply’ link, then choose the appropriate 
permit type.  The Permits link is located below the photo banner as 
shown below. 

 
 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 

a) Be sure to complete all required fields indicated with a red 
asterisk (*) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
b) In “LOCATIONS” 

1) Click on the + 
2) Search address by entering the address in the search field 
3) Click on the magnifying glass 
4) Click Add 
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c) In “CONTACTS” – Each application must also have an Owner 
and a Contractor. If you are also the Contractor for the permit, 
click or to be added as a favorite to instantly add  

yourself as a contact. Enter either the last name for an individual, 
email address or name of the company. 

1) Applicant - You are automatically added as the Applicant 
for the permit. 

2) Contractor – Click on the + and Enter the Business name 
in the search field and click on  select the applicable 
Business and click Add. You will automatically be brought 
back to the “Apply for Permit” screen. 

3) Owner – Click on the + and Enter the Owner’s (first or 
last) name in the search field and click on  select the 
applicable Property Owner’s name and click Add. You will 
automatically be brought back to the “Apply for Permit” 
screen. Scroll to the bottom of your screen and click on 

located on the bottom right hand corner of the 
screen. 
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Step 2:  Additional Information - Please fill in all required information 

indicated with a red asterisk (*) in the ‘Additional Information’ box. 
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Step 3:   Application Summary – There will be an opportunity to review the 

application details. If there is an error, click on the Back button and 
make the necessary edits/changes. Clicking the Save Draft button 
allows the application to be saved as is without submitting. If you 
are ready to submit your application, click the Submit button to 
submit your permit application for processing. 

 
 

 
 
 
 
Step 4: Your application has been successfully submitted if you see the 

confirmation page shown below.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After staff in our Building Division have reviewed your application, 
you will receive an email with further instructions for payment of 
fees and issuance of your permit.  

 


